
 

 

C A R E E R  O P P O R T U N I T Y  

 

Arctic Co-operatives Limited 

 
Vacancy: 

 

Social Media & 
Communications 
Administrator 

 
Dept./Division/ 

Co-op: 

Communications/Stakeholder 
Relations/Home Office 

Wage: $2,800/mo - $3,294/month 

Location:  Home Office  1645 Inkster Blvd. Winnipeg, Manitoba 

Other: Unionized, permanent, full time 

 

Position Summary 
The Social Marketing & Communications Administrator is responsible for the development and management of 
information content and organization of the organization’s websites, including editorial responsibility of all 
content; quality, day-to-day management, security and style of the sites; implementation, maintenance and 
monitoring of web-based marketing and promotional initiatives;  visibility of the websites in search results 
yielded by search engines; ensuring the sites function without flaws and users receive a rich online experience; 
review and report on statistics and analytics related to the sites; assist in achieving e-commerce sales goals; 
assist in the launch of a social media strategy; develop content and postings for all social media platforms; 
monitor and administer social media platforms. 
 

Duties & Responsibilities 

 Develop, manage and update all information and content for the organization’s web sites, and maintain 
an inventory of advertisements; 

 Oversee the development of new websites (knowledge of HTML codes, HTTP, XML and JavaScript 
required); 

 Ensure accuracy and consistency of all website information and content, with focus on supporting and 
maintaining branding integrity; 

 Ensure the websites are operational on a day-to-day basis. This involves areas including debugging, 
content, links, order flows, registration flows and transaction logs. If problems arise, make corrections 
directly or partner with the IT Division to correct any issues; 

 Management of the brand style and message and act as the liaison with all internal and external 
stakeholders; 

 Develop tools to increase customer awareness and manage relationships with all customers. Act as the 
first point of contact for all customer feedback and forward recommendations to the respective 
divisions/departments; 

 Develop and implement search engine optimization strategies to increase the ability of customers to 
locate web sites through common search engines and drive traffic; 

 Identify and evaluate channels that may be used for promotional purposes; 

 Ensure that high quality, well-known websites are linked to the organization’s websites; 

 Work closely with the Marketing and Communications Manager to develop marketing campaigns and 
achieve budgeted targets; 

 Under the direction of the Marketing and Communications Manager, produce internal and external 
communications material including media relations material; 

 Assist in the production of PowerPoint presentations and speeches for Senior Leadership and Board as 
required; 

 Participate in working teams to plan, coordinate and execute marketing and communication products and 
publications related to other special events and initiatives as required; 



Arctic Co-operatives Limited http://www.arctic.coop 
Follow us on LinkedIn 
Apply by e-mail: humanresources@arctic.coop or by fax: 204-632-8575  
 

 Monitor and report on web site usage. Circulate efficient and accurate reporting, detailing results of 
each web marketing campaign and possible improvements; 

 Site promotion, email marketing, newsletters, etc., and other duties as required.  
 

 

Qualifications 
 Minimum of two years of study in English, media studies, communications studies, journalism, PR or 

equivalent job experience, preferably within a digital media environment 

 Solid knowledge and understanding of SEO, including a detailed understanding of key phrase research 
and its application to SEO 

 A clear understanding of how Google’s algorithm ranks pages 

 Working knowledge of Google Analytics, WordPress and Google Social Marketing & Communications 
Administrator tools 

 Proven success in writing professional web and marketing copy, with the ability to produce compelling, 
optimized copy while maintaining brand messaging, persuasiveness and readability 

 Proven success in writing press releases, news articles, or comment pieces, with an advanced level of 
proofreading and editing experience  

 Experience in email marketing 

 Creative thinker with excellent content generation skills 

 Through and precise, with attention to detail  

 Be able to work independently or within a team environment  

 Creative and imaginative, while being able to work under pressure and meet strict deadlines 

 Be able to adapt and pick up new techniques with the ability to multi-task 

 Have knowledge in software programming and graphics 

 Understanding of web standards and protocols 

 Stay up to date on latest technologies and digital marketing industry and ensure the sites are mobile 
friendly and multi platform ready 

 Excellent interpersonal and communication skills, with a solid knowledge of English grammar and the 
ability to present ideas in a clear and concise way 

 Analytical, with the ability to interpret information, news, data and research quickly –and distil the most 
important/relevant information to inform unique and innovative new content 

 Excellent working knowledge of major social media channels including Facebook, Pinterest, Instagram, 
and Twitter for business 

 Proactive and highly organized, with strong time management and planning skills 

 Able to meet tight deadlines and remain calm under pressure 

 Proven commitment to personal growth and development  

 


